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RELIGIOUS ACCOMMODATIONS

I. PURPOSE:
To provide guidance regarding accommodation for employees due to religious practices and/or expression.

II. SCOPE:
Departmentwide.

III. POLICY:
The Department will accommodate the religious practices and/or expression of employees, clients and applicants for employment to the extent possible without undue hardship on the conducting of Department business.  An undue hardship can be shown if the accommodation requires more than ordinary administrative costs, diminishes efficiency in other  jobs, infringes on the employee’s job rights or benefits, impairs workplace safety, causes co-workers to carry the accommodated employee’s share of potentially hazardous or burdensome work, or if the proposed accommodation conflicts with another law or regulation.
Employees’ requests for religious accommodations will be considered on an individual basis, but may include:

· reasonable dress and personal grooming habits related to religious practices; 

· reasonable time off for observance of a Sabbath or religious holiday;

· alternative meal for dietary restrictions based on religious practices; and

· alternative break/lunch schedule to accommodate daily religious practices.

Employees who request time off for a religious observance must use Annual Leave, Compensatory Time or Leave Without Pay, and follow procedures for requesting time off through supervisory channels as outlined in the applicable leave policy.

The Department will not discriminate against any employee on the basis of religion.  Any questions regarding religious accommodations or discrimination based on religion should be directed to the Chief, Office of Human Resources.  
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